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' , • • overview' 

" The purpose of these Getting Down to Business modules is* to provide 
high school students in vocational classes with an introduction to the 
career option of small business ownership' and to the management' skills 
necessary for successful operation of a small business. Developed , under 
contract to the Office of Vocational and Adult Education, U.S. Department 
of Education, the materials are designed to acquaint a variety of voca- 
tional students with entrepreneurship opportunities and to help reduce the 
high failure r£te of small businesses. 

% As the students become- familiar with the rewardS arid denfands of small 
'business- ownership, they will be able to make more informed decisions 
regarding $heir own interest in this career possibility. It is hoped 
that, -as a result of using these-lhaterials, some students will enter small 
business ownership more prepared for its challenged. Others will decide . 
that entrepreneurship is' not well suited to their abilities and interests, 
and they will pursue other career paths^ Both, decisions ere valid. The 
materials will encourage students to choosy what is best for them. 

• * 

These Getting Down to Business modules are desighed to be inserted 
into ongoing high school vocational programs in J;he seven vocational 
disciplines — Agriculture, Distributive Education, Occupational Home Eco- 
nomic», Business and Office, trades and Industry, Technical, and Health. 
They will serve as a brief supplement to the -technical instruction of 
vocational courses, which. prepare students well for being competent, 
employee^ but which generally do not equip them with* skills related to 
small business ownership. The modules are self-contained and require a 4 
minimum of outside training and preparation on the part of instructors. 
Heeded outside resources include only those types of materials available 
to all students, such as telephone directories , newspapers, and city maps. 
No. sftecia] t-pvt-s nr reference* materials are required. For further optioi^l 
reading by instructors, ad-ditiona^ references are listed at the end of/£he 
Teachgr Guide . An annotated Resource Guide describing especially valuable 

entrepreneurship-related materials is alsb available. 

> 

The purpose of this module is ta^ive students some idea of what it is 
like to own and operate a fertilizer and pesticide service. Students will 
have an opportunity to" learn about the kinds of activities and decisions a 
fertilizer and pesticide service owner is involved dn every day. While 
the rapdule is not a complete "how-tp" manual, the individual activities 
wiLl provide your class with the chance to practice many of these 
activities and decisions. 

• . ' ' ' <v • 

Today, owners- of small businesses face many problems — 'some mi,nor, some 

not so easily taken care of. Thfe^e problems aye reflections of the changes 

our society is going \through. WfyihsLi this module .cannot address itself to 

all of them, the discussion questions"*^: the end of each unit are' designed 

to give stiiitents an apportunity to explore possible solutions. 



4 



You may want to present this module after completing Module 1, Getting 
Down to Business; What's It all, About? Module 1 is a 16-hour program- 
covering a more in-depth approach to owning any Ismail business. The terms 
introduced in Module 1 are ysed in this module with a restatement of their 
definitions. Also, the forms used are the same, with some minor changes .* 
to fit a^ fertilizer and pesticide service specifically. Module 1 provides 
an introduction^to owning a small business in addition to some skills and 
activities that, duetto their general nature, are not covered in this 
module. \ .• - 



Content Organization 
Each unit of the module contains the following: 

4 

1. • Divider Page — a list of what the student should be able to do at 

the end of that unit. 
*■ 

2. Case Study — an account of a fertilizer and pesticide service owner 
in the field. * - 

3. Text — three to four pages outlining business management principles 
introduced .in the case study but focused more on the student. 

4. Learping Activities — three separate sections, including: 

a. Individual Activities — finding information given in ^the text 
or applying information in the text to new situations. 

>i Discussion Questions — considering broad issues introduced in , 
the text; several different points of view may be justifiable. 

Group Activity -Staking, part In a more creative and action- 
oriented activit^; some activities may focus on values 
clarification. . 



* General Notes on Use of the Module 

Instructional Each unit = 1 class period; total class periods = 9 ' - 
Time: Introduction, quiz, sunmary = 1 

Total instructional time = 10 class periods 

The case study and text are central to the program's content and ate 
based on the^nstructional objectives appearing in the last section of 
this Guide . Learning activities are alsQ linked to K these objectives* You 
will probably not have time, however, to introduce all the learning 
activities ■ in each unit* Instead, you will want to % select those that 
appear mp-gt related to course objectives, .are most interesting to apd 
appropriate for your students, and are best suited to your particular 
classroofc # 8Atting. Certain learning activities may require extra class- 
room tira^ atld may be used as supplementary activities^ if ^fesired. 
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Before presenting the module to the class, you should review both the 
Student an d Teacher Guides and formulate your own personal instructional 
app^Wch./T Depending on the nature of your classroom setting and the stu- 
dents' abilities, you may want; to present the case study and text by 
' instructional means that do not rely on students 1 reading— for .example, 
through a iecture/question-answer format. Case studies . and certain learn- 
ing activities may be presented as skits or role-playing situations. 



No particular section of the modul.e is designated \as homework, but. you 
may wish to assign certain* portions of the module to be completed out of 
class,* You may want students to read the* case study and text in prepara- 
tion for discussion in the next class period, or you way want them to 
review the material at home after the class discussion. You may also 
prefer that students read the material in .class. Similarly', individual 
-activitfes may be completed in class or for homework. Discussion ques- 
tions and group 'activities are specially intended for classroom use, 4 
although some outside preparation 'by students may also be needed (for ^ 
example, in the case of visiting a small business and interviewing the 
owner). « ( 

Methods that enhance student interest in the material and that empha- 
size student participation should be used as much as possible. Do not 
seek to cover material exhaustively, but view the coucse as a "brief intro- 
duction to entrepreneurship skills. Assume that students *will obtain more 
job training and business experience before launching an entrepreneurial 
career. .* k 

The quiz may be used as a formal evaluation of student learning or as 
a self-assessment tool for students. Answers to learning' activities ^and 
the quiz are provided 'in a later section of this guide. 
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SUGGESTED STEPS FOR-MODULE USE. 

* 

Introduction " (10-15 minutes") 

I. In intr9ducing this module you will probably want to find out what 
students already know about fertilizer and pesticide services* 

• Ask what services they khow^ about. % ' mu 



-As'k if they know about any small services 



II. 



\ \ 
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Ask them what they think the advantages of owning their own 
service might be. • ? , # - 

• * Ask theSi what disadvantages they see. * 

Discuss email businesses briefly. Over 90% of* all businesses in 
the Onited States are small businesses.* In this module we will be 
dealing with very ^mall businesses, rae&ning a self-employed owner 
working alone or with one to fouir employees. Often small busi- 
nesses are owned and run by members of a family. 

III. Discuss the purposes of the module: 

• .To increase students 1 awarenes^ of small business ownership as 

a career optioji. 

, • ; To acquaint students with the skills aqd' personal qualities 
fertilizer and pesticide business ownejrs^need to ^succeed. ; ■ 

• To acquaint -students with the kind of w^k small business 
owners do in addition to using their vocational skills. 

• To expose students to the advantages and disadvantages of 
small business ownership. 

** 

IV. Emphasize that even if students think they lack management apti- 
tudes, some abilities can be developed. If students "turn/on" to 
trtie idea of small, business ownership, they can work at a^pjiring mA 
abilities tfiey don't have. ' " > 

<■ 

Also, students who work through this module will have gained valuable 
insights into how and why business decisions are made. Even if they later 
choose careers as employees^ they will be better equipped toTielp v the 
business succeed because of their understanding. 
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Unit 1 - Planning a Fertilizer and Pesticide Service (1 class period) 
^ - r-* } 

I. * Case 'Study : Carl. Eag lehorse begins to plan his own business. 

.He has the vocational skills for the btfdiness -and 
* is a-cquiripg the business skills. He considers 

the competition in his area -and learns: about legal 
requirements. * 

Text ; Personal Qualities x 

Services, Customers, and Competition * * 

Special Services to Help the Business Compete 
Legal Requirements 

II . j Responses to Individual Activities ' 



V s 



Possible answers may include getting licenses (pest controls 
clealer, business operator, pest control advisor, pest control 
operator), choosing a legal form of business, or getting 
proper insurance. Other reasonable answers are also accept-, 
* able. .Answers concerning yotir area will vary. ^ y 

c 

2. Answers will vary. 
, 3. .Answers wilT vary. v ( .* 

4. Answerrs^vill vary. * > 

r 

S 

5. Answers will vary. 

III. Responses to Discussion Questions 

k 1. Generally, large agri-business areas arebetter suited to 

* large business operations with lot's of working capital. Large 

, farms often have their own equipment for applying fertilizers 
and pesticides. • 

2. He* preferred the satisfaction of doing his own work to the 
security of being an employee or even of getting a good 
'salary. This is a* good place to discuss non-monetary rewards 
of small business ownership. 
* .** 

N 3. Discuss here bankruptcy proceedings, problems with unpaid 
creditors, etc. ' * 

IV.' Group Activity ' /> 

The purpose of this activity is t^-give students a first-hand 
feel for fertilizer and pesticide service ownership or, ^ at, least, 
management. _ An enthusiastic speaker ^s the best .choice, whether 
owner or manager. Be dure the speaker knows the kind of questions 
he or shej should address at least a wlek before the presentation, 
.since the' focus is on management activities and requirements, and 
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since the speaker may find this a little different from. the usu^i 
class presentation v \ 

You'vill probably want to allow questions and answers after 
' the presentation. You may also want to have a brief discussion of. 
what the class thought about th^ presentation. Of course, it is 
important that the speaker receive a thank-prou letter. 

Unit 2 - Choosing a Location (I clas^ period) 

I. Case Study : Carl decides to move to another state where his 

business has a better chance of succeeding. He 
gathers information tt> confirm that his services 
* will be needed. He decides what kind of. place he ' 
* needs, chooses a location,^ and arranges to have it 

equipped as he needs it*. 

Text : Picking -an Area " * 

Picking a Spot 

II.. Responses to Individual Activities 

1. Talk to people who have worked in the business, or talk to a 
city or county planning department. 

2. Anawers will vary. 

3. ' Space to" - store and care for equipment, space to store sup- 

plies, and office space. 

4. $2,000 x 12 months x 3 years - $72,000 

4 5. To^be far f ronTcompetition, noticed by people going by, and - 
: * » clpse to customers. 
« 

III. Responses to Discussion Questions ^ 

^ 1. . If you have reason to think your business might "catch the 

overflow 11 from 'another , it «could be good to be close to your 
competition. For example, if a fertilizer and pesticide ser- 
vice ife always backlogged, you might, benefit. For some Kinds 
of businesses that sell consumer products, like car dealers, 
it is better to be clo$e to competition because, people like to 
. shop around. 

'2. A new highway might take all the traffic off the county road. 
New houses might be planned all around the business. New 
zoning might prohibit farm service businesses in the near 
future. . 
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3. You have to make the best estimate you can of your expected 
v income and expenses. This involves deciding on a, price^for 

your services, discussed later in the module* 

t< ~ ° • » ' 

IV . Group Activity , 

* The purpose of this activity is to give .students the oppor- 
x * tunity to evaluate the locations of- real-life fertilizer and pes- 
ticideNservices. In doing so, they will be applying wtiat they 
learned in this unit, \ 

* . • 'fS 

First, students visit business locations to evaluate their 
suitability.! 'Second, students ask the owners why th^y picked 
those locations. Students xan then compare their own assessments 
of the^ locations with th*» owner's assessments. n . 

, \ . 

Unit 3- - Getting Money to Start class petiod*) ' ■ 

I. Case Sj:u<jy : Carl adds up his expected busine^s^§|)enses^over 

the first -six months of operation. He use^ his 
savings', borrowed money, and invested money 'for' 
. equity capital. Then he fill^out a bank 'loan 

" w # - .application and prepares a resume (not .^overed . 

* further in-this module), a business description, 
' and a statement of financial 'need. 

Text: Description of Your* Business t * 

Statement of Financial Jfeed - ^ 

• ^ 

Optional Points to Present ; 

' • Getting estimates of expensesd^cnvolves a lot o*f information 
gathering, from suppliers, a^lers of equipment/ insurance 
agents, advertisers, etf. \This takes time, usually several 
days or weeks, since you'll want to shop around for the best 
prices . i 

• A ; business description has tcf sell the business ' idea to the 
lender, yet remain truthful and not exaggerated. Lenders have 

^ experience and know what reasonable ideas and expenses are. 
'If 'vou overdo it, you may not get the loan.* • 

• ■ * . " / . . * 

• There are many sources of information on writihg resumes •» 

' Your counseling or work experience office probably- has several. 
II. Responses to "Individual Activities k ^ 

1. Local financial' institutions, likeba^ks. The Small Business 
Administration. The Farmers Home Administration. "N. 
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2. The description, should "sell" the idea while remaining truth- % 
ful. It should include: (1) kind of business and service 
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provided; uv 


l oc acxon , 


(3) competition; (4) customers; 


and 

* 


(5) plans for 


success* 
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hand, loan needed • 


,3. Starting expenses, money 


on 










* 




4. STATEMENT OF 


FINANCIAL NEED 




Starting Exp 


enses 




Money on Hand . 




Salaries 


$ 6,000 




Cash on Hand 


9 IU,UUU 


Building Expenses ♦ 


6,000 




Gifts or Personal Loans 


1 U j uuu 


Repairs and Renovations 


10,000 

1 




TOTAL 


9 ZU , UUU 


Equipment • and^Furniture 


50,300 








Fertilizers and Pesticides 


58,000 








Office Supplies , 


500 








Advertising 


200 








Other 


500 








TOTAL 


$131,500 




TOTAL STARTING EXPENSES 


$131,500 


. *_ N 






TOTAL MONEY ON HAND 


20,000 








TOTAL LOAN MONEY NEEDED, $111,500 



III. Responses to Discussion Questions 

**9fT He has not put up enough money. Banks will not take a risk 

when they stand to lose a lot of money if things go wrong but 
the owner stands to lose only. a little. 



,2/?$$%e has not made a realistic commitment to making the business 
succeed. The banker will know that the odds are strongly 
against a business owner who does not have a real grasp of the 
vocational and business skills and hard work needed to make a 
- business^ succeed. 



IV. Group Activity 



\e purpose of this -activity is to have students get a realis- 
iea of costs in your area. Owners will probably mention many 
specific costs not covered in this module, and this too will be . 



useful to. the student*. 
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Unit 4 ~i Being in Charge (1 class period) , 

I. Case Stuffy : ^ Carl decides^to hire a pest control, and* fertilizer 

v < advisor and a secretary. He writes a job descrip- 
* y txon*for the advisor, adyertises for applicants, 

* * and screens them before hiring one, 

\ - k * 

Text : * Dividing the Work 

Different Kinds of Talks' 
/ * Mixture of Tasks 

S\ Hiring a Worker w 

Optional Points td Present : . # 1 < 

• Being* an epap^oyer raeins taking o^both financial and personal 
Responsibility for an employee. ftie text does not cover 3uch 
things' as employee benefits,, payroll taxes,, and \£-4/W-2 forms, 
but jroii may wish to mention them, ** ^ v 

• You* might want to talk about employer-employee* re lations and 
different management styles, such "as "participatory manage- 
ment^ 1 *in which employees have a say in the way they do their 
job s • 



IL. Responses to Individual Activities 



•L Anything students find that is pertinent .is acceptable- You 
can also have them look at trade journals if you wish, 

2. Any general business or fertilizer and pesticide service skill 
Is appropriate here. For ^example: " "apply sprays, hire 
workers, .plan Advertising, keep' customer accounts, do book- 

. * keeping," and similar answei 4 ^ are good. 

3. This ad shcnild request applicants with a pest control 
.advisor's "License ,. a pest Control operator's license, and 

skill at adviaing on and* applying fertilizer. Students may 
also require more training aftd experience if they phoose.^ The 
ad should list £t le^St the job title, training and experience 
needed, and the business* phone number or address^ 

4. (a) v Writ6 a job description — This step is important becau6e 

before, you start hiring, you must have a clear picture of 
• what* jobs yod need filled and what kinds of people you 
f -» need t& fi 1*1 them. \ 

1 * {b w ) Acivertide the position — Clearly describe the qualifica- 
tions you want in your employee* 

" (c) Look at-* applicant f s training and experience — Here you are 

trying to match employees with tasks they like and do well. 
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(d) Interview applicants— Be interested in your {applicants as 
people. ( ^ 

(e) Check references—By* talking with previous employers, you 
may obtain information (mat could affect your decision to 

" hire or not hire a particular applicant. 

This should include Social Security (FICA), federal withhold- 
ing tax, state witholding tax (if any), unemployment insur- * 
ance-, and workjer'd compensation. ( 



III. 



IV. 



6. Answers will vary. - ' ^ 

Responses* to Discussion Questions x , 

1. (a) Give each worker different kinds of tasks. This good 

because each person" specializes in , one kind of york and 
becomes very 'efficient/ It is bad because it's not too . 

- flexible. If Oarl gets sick, Darcy can't take over £pr 
him. * • » * 

/ * 

(b) Give each worker a mixture of tasks. This is good because 
it is flexible. Whether farmers want fertilizer or pesti- 
cide advice o;r spraying, any employee can do it. It is 
bad becduse each worker must be trained to do everything. 
Such workers, are hard to' find, and they may ask for high 
salaries. x ^ ^ 

2. Good job descriptions <help prevent*mixups in responsibility 
and misunderstandings. Writing the owner's job description 
helps ensure that all job tasks of the business are divided 
and that responsibility; or authority do not land on the owner 
by default. This can prevent hard feeling's" later. Students 

I may have other ideas. ^ * % 

3. * Any reasonable answer is okay: trade journals 7 farm journals, 
community bulletin board, etc. 

. v 

Group Activity 



There are two 
fied (though not b 
Second, Carl hasn't b 




€*ms here. First, Ed is clearly dissat;is- 
the job description wasn't accurate), 
pleased with Ed's work lately; 



There could, be several solutions. (1) Leave things as they 
are. (2) Ed could > improve his work on the spray crew, hoping that 
Carl win then let him work as an advisor. (3) Carl could^begin 
training Ed- as an advisor, hoping that his increased interest will 
improve his work. (4) Ed could take classes to improve his skills 
on his own. (5) Carl could fire Ed. Students may suggest other 
ways. . 



15 . 
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Principles to bring out^ in the discussion are: (1) Both the 
employee and employer must be satisfied if the business is to run 
smoothly; and (2) there are often ways to work out problems other 
— than fir.ing someone if both 'the employer and employee are willing 
to look for them. * r Jgr ' 

w r 

Unit 5 - Organizing the Work (1 class period) y 

I. Case Study : Carl schedules jobs for a number of farmers after 1 

Darcy determines what each needs. To keep o track 
of -each job and help in scheduling, Carl uses 
v Darcyjs Work Needed reports to prepare Work Orders 

and plan each day's -jobs. 

Text : Planning the Work 
* Doing the Work 

Checking the Work . 

II. Responses to Individual Activities 

r , 

I. ^ WORK ORDgR 

FROM: Northwest Fertilizer and DATE: July 7 ; 



Pesticide Service 
1600 County Rd. „ 



i 



WORK ORDER NUMBER: 00301 



Farmtown 



ORDER TAKEN BY: Carl 



JO B JP0R : Flanagan Farm 

, Box"lk, Route 6 



Farmtown 



START WORK ON: July 12 
TERMS OF PAYMENT: Credit 



Person 
Doing Work 


Description of Work 


Materials 


Labor 


Carl 


Squash - Mildew, 10 acres 


J 

* 


$ 60.00 




Benlate, 1/2 lb. per acre 


* 

$ 200.00 






Phalton 500, 2'lbs. per acre 


600.00 .. 





WORK STARTED: 
WORK FINISHED: 
BY: 



9:15 a.m. 



11:15 a.m. 



Carl 



TOTAL MATERIALS 
TOTAL LABOR 
TAX 

TOTAL COST 



$800.00 



60.00 



40.00 



$900.00 
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2. they help keep track of jobs, plan a work schedule, and keep » 
track of time worked and what farmers owe. # N ' 

3. One, worker should do these jobs: Morning, Legget Farm; after- 
noon r Wins l.ovf Farm. The other worker should do these jobs: 

^ Morning, Irving Fapn, Wong Farm;, afternoon, Winslow Farm, 
. Amos Farm. . * 



4. 



Morning and afternoon jobs may be reversed for both, and the 
second worker's two jobs during each time period may be 
reversed . 

Two possible answers are: (1) to be sure farmers are satis- 
fied with the work, and (2) to try to get more jobs for the 
shop. Other reasonable answers are also acceptable. 



III. Responses to Discussion Questions 

He" probably didn't do* jobs promptly; he may have lost some 
jslips of paper and may nevetf* have done some jobs at all; he 
may have undercharged or overcharged farmers . *^>tudents may 
have other answers. \ 

All jobs may not be close to 'one another, or cbose ones may^ 
use different kinds of equipment. They could buy more equip- 
ment. Students may 'have other answers. 

Selling can be anything that makes customers want to keep 
using the business for fertilizer and pesticide services. 
Keeping customers satisfied is one way, and finding out if 
they have other jobs to be done is another way. 




3. 



IV . Group Activity 

The purpose of th^s activity is to improve^the students 1 
s knowledge of real bjalTiness operations in your area. The pufpose^ 
is not mastery of use of each form. It's merely an introduction 
to the importance of keeping good records of all kinds. 

Note that financial records are addressed in Unit 8 of this 
module. Do not include financial records in this -activity if 
possible. ' 



Unit 6 - Setting Prices (1 class period) 



I. Case Study : 



Setting prices for a 'fertilizer and pesticide 
service involves understanding costs for materi- 
als and labor. Carl lists Kis expenses. and 
considers the rates changed by established farm 
services and demand for^his service. 
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. V ' * 

Text : Materials * * 

^ ' Labor t 

Optional Points to Present : \ > 

*• If students have trouble understanding why supply costs are 
included in labor charged 6nd costs for materials are hot, • 
explain the concepts further. ■ 

X . 

• In this module the owner's salary is defined as part, of the 
profit. In fact, different business owners handle the payment 
of their own salaries in. different ways. When starting the 

\ business, most owners do not lis* their salary as a regular - 

expense. Later, when the business is more stable, the owner 
may begin to do so. This point does not have to be mentioned 
unless students raise, it, or you wish to discuss it. 

• Inventory management and depreciation of equipment are not 
covered in this module. Refer to Module 1, Getting Down tto 
Business: What^s It All About? to discuss' these topics if • 

• , you wish. • 

-II. Responses to Individual Activities * 

1. Materials 'hSkSl 

' FertillieTs Operating Expenses 

Pesticides Proflt * eeded or Want6d 

(Both of these may be listed in detail.) Materials are 
chargld directly to the customer, so they don t^have to.be 
paid out of labor charges. 

2. Answers should fit your area. Small fertilizer and pesticide 
service rates may be less. 

3. O.yner's salary 
faxes 

Expanding the business 

• . 4. Lowest . 

Operating Expenses Demand 

• Profit needed or wanted ' Competition 

* * 

The right price lies in between these two. 
5. Answers will vary. * . 

mt 

III, Responses to Discussion Questions 

1. If Carl charges more than established services, he will 

probably lose business.' Right at first, at least, he should 
charge no more than the established services. If, the estab- 
lished services charge $25 an hour, Carl would. not be able to 

■ • ■ 13 18 
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match their price. He should find a different business— or a 
different location. 

2. He can charge a "flat rate" for a^jo}). This makes estimates 
easy. But if a job turns out to be especially difficult,* the 
business could lose money. 

IV. Group Activity if * j ^ 

,*£he purpose of th'l^ activity is to give students the oppor- 
tunity to apply their learning. The' activity requirejs _theraj:o__ 
evaluate how the factors 'they've studied vill influence Joan's 
price-setting decisions. 

*. 

The groups 1 responses may vary. This is fine' as long as they 
can give' reasons for their decisions. If necessary, guide, stu- 
^ dents to glean this information from Joan's case study. <^ 

* 4 

a. Cost of materials — This will not be a factor in Joan's 
setting prices at all, since her customers will fee charged 

* , directly for materials. 

b. Demand for services — Many customers in that location want 
fertilizer and pesticide services. \ 



/ 



Competition — There are currently no fertilizer and 
pesticide services in the area. 



"V d. . Operating expenses — Office rent and insurance are higher 
than Joan planned. Also, Joan plans to pay higher sal- * 
aries th^n 6ther fertilizer and pesticide services. 

e. Profit — Joan needs some profit "so she'll have enough money 
(her own salary) to surviye. Since she, may not take a 
large salary herself, she is probably not aiming for a' big 
• profit at first. 

• * 

Unit 7 - Advertising and Selling (1 class period) 

I. Case Study : Carl advertises his "Grand Opening" and chooses 

other forms of advertising. 

Text : Advertising \ 
Designing an Ad 

Selling ■ 
Promotion 

II. Responses to Individual 3, Activiti es ■» 



i • 

<> 



1. Answers may vary. Look for good reasoning behind each deci- 
sion. Probably the Yellow Pages ad is best, since it reaches 
the target audience more specifically. 
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2. Answers will vary. 

3. Students' ads should tfe simple, truthful, and attractive and > 
should tell. the important things about Carter's Fertilizer and 
Pesticide Service .' Headline , illustration, copy, and 
identification should be included? and the ad should have a 
pleasing layout* V^. * 

4. Answers will vary. • . 

5. Answers will vary. t 

III. Responses to Discussion Questions ^ 

1. Answer's , will vary. 

2. See if there are similarities among the^ood ads and among the 
bad ads. A bad ad can irritate customers and, make them decide , . 
not *to use your service. Radio ads are especially influential 
because customers can't just "turn the page." ^ ^ 

3. Answers will vary.. Make a list of the chapkfieristics of goo%\ 



selling and had selling. 
IV. Group Activity 



The purpose of this activity is to show students how many 
kindsvof- skills are joined together to get a business going suc- 
cessfully. Good advertising- is important, llf a business owner 
can't design a good .ad (and very few^ah), he or she. needs a good 
graphic artist. Students may also enjoy getting acquainted^ with 
another technical area, that, of graphic designing jmd printing. # 
If printing facilities are available, have the ^artist) qr a printer 
stfow how they work and what the products look like. 

r 

Unit 8 - Keeping Financial Records (1 class period) 

I. Case Study ; financial records are the basic records of any 

business. Tina uses three: the sales slip, the 
customer billing form, and the daily cash sheet. 

t 

Text : Types of Sales 
~~ Cash Sales 

Credit Sales 
Daily Cash Sheet 

Qptional Points to Present ; 

• Many small ' businesses use a bookkeeper. or accountant to com- 
pile records for tax purposes. The financial records that the 
business keeps are the basic, ones, those from which the book- 
-keeper or accountant works. > , 
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II. 



• Some small business^ owners keep few records. Such businesses 
take a big risk if the Internal Revenue Service. ever asks to 
see their books, ^so, " it 1 s hard for such businesses to 'get a- 
good idea of where they stand financially. . 

Responses to Individual Activities % 

$ ' " " 

1. (a) to know how' much rtoney is coming in and going out 

(b) to report taxes 

(c) to decide if you should expand your business or cut it back 



2. 


y CUSTOMER BILLING 

1 


FORM 


r 




Customer: 


> 

Websters 










/ 






9 






Amount • 


Payment 


Balance 


m Date 


description of 'Sale 


Charged 


Received 


Due 


April 27 


FertiHze pear orchard 


$ 350 • 




. $ 350 


May 25 


Payment 


7 


> $ 2tto 


'150 


fc June 25 


Payment * * 




100 


50 \ 


f 

'Jitfy 2 


Pest spraying, pear. orchard 


475 


* 


525 : 


» July 25 


Payment 




3,00 ' 


225 


August 25 


Payment _ 




225 . 


* 























DAILY CASH SHEET 



Cash Receipts! 



Cash Payments 



Cash' Sales * 
Credit Sarles - 



$ '180 



TbTAL CASH RECEIPTS $ 300 

c 



Salaries 

Building Expenses 
Equipment and Furniture 
Fertilizer ' 
Advertising - 
Other . m . 

TOTAL CASH PAYMENTS 



$ ■ 300 



150 



50. 

$ ' 500 



III. Responses to DiscussioiL. Questions , < k ; 

1 % Not for just one dayf It!s what the business does* over 
several months or a year, or even raore^that matters. 

2. First, the business can contact the customer .and try to estab- 
lish the terms of payment. If the customer still doesn't pay, 
the- business can withdraw credit, finally'; the business can^ > 
demand payment from the customer, have a lawyer or collection 
agency demand 'payment , or sue. a * / 

3. If records are. completed every day, they are more likely to be 
complete and" accurate . Records can be updated ^once-a~ week if 
all business workers fill in work orders, etp. , very carefully 
and file them* carefully*. p< p *' __ € 

IV. Group Activity < ' m . ' * 



le purpose of this activity is to acquaint students w 
ind importance of financial recordsTr^This presentati 



Th 

uses and Importance of fitfanci^A records-Tr-'This presentation 
highlight the significance of the material covered in this uni 
and also serve as an excellent' introduction to the next unit^ 




Unit 9 ^ Keeping Your Business Successful (1 class period) 

se Study : The business has been operating Almost three 

years. .C^rl takes look at its "peff ormance in 
each of tfrose years and plans changes J:o make it 

• more profitable. 

* A 

Text ; Profit and Loss Statement 

Profit Ratio and Expense Ratio 
Increasing Ityet Profits 

Optional Points to Present ! ^ i 
-i - ) 

• Some of the decisions business owners have to make ace hard 
ones, such as laying off employees. But sometimes the sur- 
vival of the business is at stake. 



In this unit, also, you may want to stress that t^here are many 
• reasons to own a business; mbney may not be the most- influ- 
ential ; pne. j 
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II. 



Responses to Individual Activities 
1. The correct reponses are: 

Year 1 



./ 



2. 

r. 



Net Profit 
Expense Ratio 
Profit Ratio 
l 

Year 2 



$ 2^;ooo 



12% 



^ Increase Revenues 

(a) Raise prices 

(b) Offer new services 

(c) Try to reach new •customers 

(d) Charge for credit 



Year 2 
$ 36,000 

I 



Reduce Expenses 

(a) Cut back employee hours 

(b) Sell new tractor spray rig 

(c) ' Buy cheaper ads ot stop 

advertising 
(d.) Move to a cheaper building 



All of these* changes increase net profit. 
Ill . Responses to Discussion Questions 

1. Pride of ownership, liking to be his own boss. Students may 
think of other answers. 

2. He might have thought about expanding again: hiring more * % 
supervisors and spray crews, etc. 

3. Conrtinue efforts to increase net profits. He- might h&v.e to 
lay off workers, sell the new spray, rig, raise prices, etc. 

4. Yes. Che^p materials can be cheaply made. If materials are 
unsatisfactory and results are poor, customers are likely to 

/ * * be unhappy. That may cost 'the business more than it saves. 

IV. Grqup Activity * * 

The purpose of this activity is to summarize the contents of • 
the whole module. The specified units all have to do with plan- 
ning the business but not operating it, and so can be carried out 
by students. , Let students choose the groups they wish to work in 
as much as possible. -1^ you 'think any of your speakers would be 
willing to act as resource persons for students, set up sessions 
they can attend. ^ 

cv 

The students canVhatod in a class/ paper or make a presentation. 
''•Some of the business tethers and students in your school might 
like to attend a presentation. Fertilizer and-^pesticide service 
owners might also be" interested/ This activity could be used as a 
means of developing interest in your students and perhaps finding 
work experience and job openings for some of fcjfenu 
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Summary (15-30 minutes) 

r— ^ *- 

If desired, the Quiz may be given prior to summarizing the module and 
doing wrap-up activities. 

The Summary section of the Student Guide covers the main points of the 
module. You may wish to discuss Jhis briefly in' class to remind student* 
of major module topics. , . 

Remind students that their participation in this module was intended . 
as an awareness activity so they could consider entrepreroeurship as. a 
career option. Their introduction to the skills requi4^d for successful, 
small business management hap been brief. They should not feel that they 
'are- now prepared to go'out, .obtain-a loan,(fiand begin their own- business. 
More training and ^experience are necessary. You. can suggest at least 
these way? of obtaining that^experience; one way is to work in the 
business area in which they would eventually want to have their own ven- 
ture,; another- is to go to school (community colleges are starting to offer* 
^AA degrees in entrepreneurship). . 

This is a good time to get feedback from the students as to how they 
would rate their experienced th the module. Could they identify" with the 
. characters portrayed in th<%ase studies? How do they feel about the 
1 earni ng , ac ti vi ti es? 

You may w^it to u^e a wrap-up activity. * If you have already given the 
quiz, you can go over the correct answers -to reinforce learning. Or you 
could ask class members to talk about what* they think about owning a small 
business and whether they will fallow this optioff any further. 



Quiz (30 minutes) r 

' The quiz may be used as an ^assessment instrument or as an optional 
study tool for students. If you wish to use- the quiz for study purposes, 
duplicate and distribute the answer key to students. In this case, - 
•student achievement may ^be assessed by evaluating the quality of students 
participation in module activities. 

% " * 

Quiz Answer Key ■ ^ 



1. Answers- could include: i 

a. training and skills in fertilizer and pesticide use 

- b. training and skills in business management 

H c. willingness to work Jiard ^ 

d. ability to get along well with people <^ 

e. wanting to be one's own boss 

f. being careful in situations in which people could be hurt 
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3. Answers coulcLvinclude: , . a 

a. helicopter spraying 

b. integrated pest management advice 

c free help in deciding what fertilizer and pesticide is needed 

d. discounts for large orders or quick payment • m 

e. guarantees" that results will be good or the job will be done 
oyer 

Other reasonable answers are acceptable. 

4. Answers could include: 



■ a 



a. business op^ratof 1 s license 

b. choosing a legal /orm of business 

c. getting adequate insurance » 

d. getting a pest control operator's licence for each spray crew 
member 

e. getting a pest control advisor's Hcense for each advisor 

f. getting a pest control dealer's license 

g. registering with the State Department of Agriculture 



5. Answers could include: 

a. how many customers you would have 

b. 'hoy big the space is , 
0 ' c. how the location will be noticed by customers 

d. how it's equipped, or how easy it is to equip 

e. the shape it's in 

f . how much' it costs 

- *. 
Other reasonable answers are also acceptable. 

6. b ■ 

7. • Answers could include:' 

a. kind of service * , > 

b. » location 
^ competition 

d* customers \ • 

^e. plajis for success 

8. Total starting expenses . * 
Total money on hand - * fc - . 
Total loan money needed 

9. .b 

10. c . % ' ' 

* 

11. Answers could include any training presented in the text or class 
discussion* . N . 
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WORK ORDER 



FROM: Henry '^Fertilizer & 
Pesticide Service 



DATE: July 12* 



2803 Canyon Highway 

v Felton 

.JOB FOR: Adams- Farm 

' s floute 30, Box 12 
Felton ^ 



WORK ORDER NUMBER: 00453 



ORDER TAKEN BY: Ben 



START WORK ON; July. 15 



TERMS OF PAYMENT: Cash 



Person ( 
Doing Work Description of Work 

Henry .Fertilize ^strawberry crop 

40 acres 

i 

* Calcium nitrate, 17% 



Materials 



Labor 



$400.00 



WORK STARTED: 

WORK FINISHED: 
V 

BY: 



July 15, 9 a.m. 
July 15 , 1 p.m. 
Henry 



TOTAL MATERIALS $ 400.00 

i 

TOTAL LABOR- ^ 120.00 

n TAX 20.00 

TOTAL COST $ 540.00 



13. Ojie worker (either one) : 
i 

Lern^n grove, 20 miles west 
OrangS grove , «?5 miles west 

14., b 

15. b ' V 

16. Answers cTOld include: 



Other worker : 

.Lemon grove,, 35 miles south 
Lemon grove, 2 miles east 



headline 
illustration 
copy 
layout 

identification 
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CUSTOMER BILLING FORM 



Customer: 



Nakamura Farm 



Date ^Description of Sale 



Amount Payment Balance 
Charged Received Due 



April 3CT' Fertilize spinach field 

Kay 15 * Payment 

May 20 Spray spinach field 

for pests 
June- 15 Payment 
July 14 Payment 



$ 100 



200 



$ 50 



5Q 
100 



18. 



Daily cash sheet 



$ 100 
50 

s 250 
200 
100 



Cash Receipts 



Cash Sales 
Credit Sales 



TOTAL CA§H RECEIPTS $ ^860 




Cash Payments 

Salaries 

Bjiijrding Expenses 
^JTquipment and Furniture' 
Pesticides 
Advertising 
Other 

Total cash payments v 



500 



200 



40 



$ 740 



.19. Correct responses are: 

Net Profit 88 $18,000 
Expense Ratio^ s 38% 
Profit Ratio #ss 12% 

20.' d 

21*. Answers could include: . 

a. change the ldcajtion 

b. offer free help in deciding vfhat fertilizers and pesticides 
are needed v 

Other reasonable answers are acceptable. 
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GOALS AND OBJECTIVES 



* ... 
Goal I: To help you plan a fertilizer and pesticide -service. 

* 

* Objective 1: List three or more personal qualities 
an owner of .this busirfess might have. 



Objecti.ve 2: V Describe the 
competitioir*of this busi 



services, customers, and 
ness . 



Objective 3: List two ways to help your business 
"stand out" from its ^competition. 

Objective 4: List two Legal requirements for 
running this business. 



Goal 2: * To help you choose^ a location for a fertilizer and 
pes ticade* service. 
■~ > 

Objective 1: List three things to think about in 
deciding where, to locate this business. 

Objective 2:- t Pick the best location for thi^ 
business from three choices 'and explain your 
choice. 



Goal 3: To help you plan how to get mooey to start a fer- 
« tilizer and pesticide service. 

Objective 1: Write a business description for this 
bufeines,s. 

Objective 2: Fill out a form showing how much 
money you need to start this business. w 



*Goal 4: 



To help you learn how to £lan work for the employees 
of a fertilizer and pesticide service. 

Objective \\ Decide* how to divide the work. of the 
business among the workers. % 

Objective 2: , Pick the best person to hire for a 
job in this business. 

Objective 3t Describe one kind of training you 
might give your employees. 
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Goal 5: To help you learn how to keep trick of the work of e 
fertilizer and pesticide service. ' 



v 



9 

ERIC 



Objective 1: On a work order fcrrra, show how to 
write a job order for a customer. 

Objective 2: Write a one-day work schedule for 
workers in *this business. 



Goal 6: To help you decide how to set prices for a 
fertilizer and pesticide servix:^. 



v 



Objective 1: Pick the best price for one of the 
services of this business. 



Goal 7: To help you learn ways to advertise and sell the 
services of a fertilizer and pesticide service. 

Objective 1: Pick one way to advertise this 
business. - 

Objective 2: Design a printed ad for this business*. 



Goal 8: To help you learn how to keep financial records for 
a fertilizer and pesticide service- 

Objective 1: Fill ( out a customer account form for 
» a customer. 



Objective 2: Fill out a' daily cash sheet for money 
received and paid out in one day. « 



Goal 9: To help you learn, how to keep a- fertilizer and.* 
pesticide service successful. s 

Objective 1:' Figure out the net profit, profit 



» 



/ 



ratio, and expense ratio for^this business. . . y 

Objective 2: State one way this business coulc} 
increase its profits. 

Objective *3: .State one way fflij* business could % A , . 

'change its services, to increase sales. 
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